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mcctm iw skfqkt a? y® 

opppce ® me m tm mmm 


i. fwvq® .AMD SCOPE 

prepare records control schedule# covering the dispaeition 
Of ell records ihrot4£b««j t tie? Office of Research sad Reports. 

11, APPROACH 


At the request of the Office of Research eat Report# a records 

e*a Agi»ttt survey w$ consisted by Mies I land 

25 X 1 A 9 A Sir. I l ef the Beards MvUXIiu ¥fc« eur- 

wj sshststed of en lias by I • ass ismetory of the records 
holdings in each ©rgaal sattons \ elanent of the Office end ob- 
taining inforoetion m to tear vm and value of the record# 
ttm responsible atdnini strati ve a ad operating officials. 

Ivaed upon the value of the records pieced an thaw by theta 
official* and upon inralunl&an criteria established by the 
Rational Archive#, proposed fcbedule# for -the tlnaljr diapssdticia 
*f eecii record eerie# t»k ^aaparad and subsetted to tech or- 
fir spprimi , AMy difference cats aijbshed until 
everyone mm So cesspit*- te agjeemnt ar*a tbs signature of the 
orgpni ration chief irac obta ! r;ed. All eehedu io# were then #nfe- 
attted. to the AB/SS for approval. 

TIT. ATOICAflOB m AMNMftffS SCaKP&ESP 


9m schedule# e# appro^tf, by the AS/tH have beer; reviewed 
by ibi* office and ara approved for full application of the its- 

- position instructions cost eSuad thereec except ffer destruction 
action proposed os certain 5 teas* (See Inhibit A), Steps are 
being taken to obtain the accessary legal author 1 nation for the 
deetruetioa of these eseepte4 lteos wtsereupa& you eiU be 
noti fied iaoed lately, ftsww?, it la plated out that a 
schedule only give# IcifOl a? thority for the destruction aad re- 
tlreaent of record# an! all as tips# taken ua Her this author! ty 
•°*d confects with exist lag ceeurlby regulation# of the Agamy. 

9 m preparation of record# control schedules aecowplish little 
uai»«« the diapoaition instrMtdaa* which have been approved 

responsible officials of your Office are ispleweatefi and 
««i#red to dews to the lowest mhmlm*, 'Therefore, Record# 
gffiearg and Adeielatmtors should utilise schedule# m a m&m 
of aastalatretivp cistern to obtila eospliaaee with ap prov ed 
policie#, fht application tf the schedule then iwewMo a prim* 
factor in prowoting an efficient and eeaitocdeel records dia- 
pCBitloa prograa in 'ttm Office. A proven Method of schedule 
application as followssJ by another large office of the Agency 

"W8# to first designate as IsSi vidua.1 is each organisational 
aleseat to asaiet the Ttecords Officer . One copy of the schedule 
pertain l»e to each orspcii*eiiaa f s records was forwarded to the 
individual for application, -The Record# Officer was than able 
with this Slutted gjfG*g)» to Instruct,. advise* and assist thaw 
in getting the pm&fmt underway .in itoatr respective organisation#. 
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IV. MMCI3IS OP 80nSBt£ 

Statistical ii*fcrr»tiaa 3t-*a loped fro® tla resorts eostrol 
j^hetule ahow that th* Office of Ueeeareh an.-} Reports ha# 
records boltings totaling 22,422 linear feet, e*t*aBrl»e« 

In 665 separate Hear. or rseart series . 3toe«# resort* 
occupy filing •qstpeot w*i<**4 at ayfroarlaetely l&83,©Wu90 
sM eons lata of the type# *M show; : tit Fstofbit B. 

A detailed fereakiowo &ho*in aaotmts and percentages of these 
records established ac peraa-aeirt, tet^porsry or indefinite re- 
tention valws la attached as Xehiblt C. 

fhe benefits derived fro® in effective Record# Disposition 
Trograe are easy, Stahstagifal aaslass can ha reflected in 
sore: ecoooasical use of affico space aacS filing egalfMniu 
to the aaenaptioa that tht sehah *3.®# will he given- full 
application in the Office ar Research nnfl Reports it is 
estiasted that » airtlwua seringa of $73,860.90 1© possible 
far the reminder «f this year md 1956. fear 1957 aad for 
each year thereafter it is sati«avta£ that an annuel saving# 
of $*3,275.30 Is postlibie. (Sat? Inhibit B>. As an aid in 
swasariiig the effeetiveae** of 'hr Sacoatfa Matanpwot Pro- 
gram is the Agency it* is rtfuestwd that • repsrt of the 
velum of record* dertaroyti under authority of the schedule 
be fnmiefcei to the. Roeori* Staaagnaeat Staff ©a a fiscal 
year basis. 

V. lOBManWEPXCRC 

Althem^h the prissary |»rpo*s of the survey me to prepaw 
Records Control febisSuI©*, ether areas of Record? Ranageaent 
acre observe! luring the *#wr#a ©f the eurw&j sbere possible 
iepreveawnt* eouii be- wtls, A* a recast of these afe#ervationt« 
•ai a careful analysis of the sefaf-iule# the follcotag r ««©«- 
aamdatlorte aw shbeittad far your com Idem tios: 

A. Beeper ciatio^ go. 1 - That a study be wed© a* to feast- 
If ’lraiis^erri'i^; wp eupy&eeetital ilatrlbwtiaa 
function to the Aneacj- Records* Center . 

Hip library Biviaioa l* respoaaible *qp the suj^ieaestal tie- 
trihaUoa of all Agere? pretueeci ait i&a-Agrsey protiscet mp* . 
In easrvitsg out this %a®ti©» t»®y aalntain a .large clock 
supply of saps heue*£ ia egpe&aite filing «f5*ife»?r*t and uti- 
lising scarce as! rateable current office space. Yet for 
other typer of lalel.3 lgaats protaetieee ©f the Office of he- 
saareh sad Report# t4w «sffi©mntel tistributta® is aadte by 
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the Sapplaweatel ^tstiibuttan Mgwatfk of tie Ifwey ft&eords 
Center* Ump Reesris Center 4a ae r fo rsdng this fwmtem 
oadataliie mw&mmtJflL disfcibution at soles totalling we^ 


f * Wl* i * .'£ M * <T ‘-p * ■ : a 'B l.H t t v a r- -1 g^l’U - ; % jt-y i 

B \ * .# •'“’■■■ Wk .- ? * B . •? r » -■• * 

* * W7»- <* C ’ V 2» ■i i .s-.iHhli:i -ivTa a mBkCjBMPibi 

»»**» X * v * t-a : k ;v"i ? 1 1 




•f the faction* not? pa fkrr rd by these 
rated unit#* it appears tfeart a eooao.Udation would be feasible 
It it ««*gatt©d that a tarty tea* sn&eetod for this study bo 
eempesed of one newb®? fires V,tms4$ iwsagietmt. Staff and one 




swtlags to the kmmf that i*t«M re 


mrzM total i» file equi 

pasmt alone, in addition. 

fiaitinc&l sssinrs in loser >aost off 

lee 3t»aa-3 voadLtl accrue at 


the rat* of 



l? * * \ *2 v ‘:- ff*»; M it II | ■ M i i I,, i ,i , i, 

r:** ri% rn m bvjni wrflWtVP## ' 

“ f * *£*- fl ^ 4 ill# w fT 1 , ?' 1* # .?’ ' J<s%£ ‘* 3 * 0& > ”4 


KLtkdr. the Office of 


« . i ^ -.. - 4 **f . -■* #' ■ i ■ ' : - f l- 5 \ j~ b ^ T- - 

r I, ■ ^ '1 $ * 1 -W '!> S.^ . Jui f ' Eg >.- r \ \{i 4 ; 

* ■*, i* ^ ,i ''" ’•’ ■*• jI “ 1 * . >a*#a v»* wt iw j ■ Bf 7 # % »••', 

f .' V ♦ | :! S • -J ; B'/t '• ~* WT 1 W+ W~>T *%• W 1 *’% ! 

:.,r~^i a. ill ;, jf \; _| i ■ ■’ * ' * B** f ? y i* i; * ■ 

] w 'f ' t Jl----y , l W* : - : «^.'-> « 4 #^T^ 1 

W >» WTyri f^^**. 

u ?t 7 -B-^ •« * 5 » r .1 <r y 1 ,^- ^ .^i T C.-l il? ^ 

'* 4 T . * ■» v 1 

* WTjsr*j ** g* « . '% iBitol ^ 




. v ■ * Mil e V *. - e B 1 1 . 

M-if b^»^TYZ^m y I •!• ' •*’B >.j^, •y t tR tT^’ 

*•*? ®f- ■ •*»* 'i-; i ;• i -r*J|F.: » ’*?» l'r«l ** :■• 

t : .y'^ >1 k '4 ; 1 -- •* 4 ^ lB ? . £ r \l- 1 j T* 


l» % t -j 

! -■ . ■-.' t B* t * 1 ^ j 


W *■*.? * ' j^s -' t.'yj *7 *r : 7 & ■ ^ % \A s. ri'' .i. v . 

1 4 ^; >B !■■- Be=^ ^;v . ^ 3, r 

ft 1 # •*(? **l » i -. ‘ ; : * -li *1 J ; ; * ' t ^ 

B'*> "•*«!> ¥i t* 1 ^ 9 T^m 


system of filing; mm doelrms of hating this oystera Installed, 
If this waHorts system is iiusfcslled tNeoa^ioat the Office of. 
Res^jseh and Ik^ort** beaafits till accrue to pre-seat#. as wall 
aa* fitters efelrjletapstsrs swob steMardl** tton* Jntre- 


^ aB:^ tj-V* . k-wS v7b 

B? »<> v 


elerloal personnel will enable no iiwa lost in l»«mLog the 
different file fywbas# of each e*$»aixat£flfe 'll sow clerical 
perscn®i«l ssaltlBg gMwewaoo In the Intends Asslgrwmt Branch 
are given a training coarse in tie subject musssdo file systaw* 
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Urn mart* is tgr g» Q£St«» of and. ae?ora 

S periyoda, Ife £d&Li$#a all sea p#r»$aa*l In 

gr»d©» &roufj& GS-? are gtvaa a to*4«f course In safe Joe t 
anvio tiling *saiar tfae c4fc*±eal exiantctios If 




n-it.- 1 . rr%.^ 3 fc ■. * if - : r atf' i 1 44 - 4 M' - 4. T ‘^^t %*'x i * 15 


^ w , .r;r yj\£ I . , i j ** -, \ i 



c. 

la 




mjchJ a{U| tSUt'tmlS mnI jnrr> m* j d t t •■ M>*» nihiti^ifi jp^jnc 

▼©Baysuci Kvipw «ras 


in ’’ ,i ’■ ’ ** - % - * *.f ; : ; f . ■ * * : -; »%» ^ . -y i*-- 1; 


1 **T- y 


? .V|f fSj 

1^ * : K./-.->'*. 1 ' 1 — ♦- ' m 


r ? ^ \ ' J* ' ; • vTl '71* C~^ S 


y ~1»^S tT^T- B*i4^*jt Tf ’...? s^F* : S j; F*"k 

^ **•: tj - tflf y yj;K^ ijgilt-; ^ i^lji 

J* % r^^4plp-F-v^' rr / J *~ 



life ' \'F3 * * t^KS f • # ♦ *JB»4* 



t&# 


- ’ . y ^ *z .-:M- j > f s -M.i*M-S:-I-l 

it -j^rf t \?*jrt % ^ "y " -4^;.-.i?*.*fc- j M_ L £Vj_ i _ 

* f f j . ~ | - ‘t f ^ w r -4 ^ ti 







s* 

Xft 









, 9 ^ -? *f% » -yi •-■!!.' _*■;_*» v- ■ 3 ■ .1. u | 

• *-f| K 'vi’ -^■S' > j y ■«'!'■■- " * u e ' » 


*t cT^l^F** m *■ iV-«i mK' - 4 Ik ; .,* . i|.. 4 k * T 1 

t f .. j 1. _ ^ ** j- ^:*jt e 1 ' 'C.i -it : i " il 

| x ,^»^v. s • ;» V t >' ) t f 1 . » . r- _ 

'^~*l ':~i I TI~. i -yl 4 ‘ •>»‘ 

■^’ ' ^yl%. i- '*$Ft*W ■ :. < Cte ^ & -fiy|»^ FI » B fc i ^ 




%g$m fcldwr mm la as*-* 

8©BK&®*£lfied, rsaterlal wsi> tmmi, stored la isasgr safes t2iroag!w 
net th« cfflcs* St© interfiling of aon»cl&»^Lf i mi material, 
trite elaaa&fiod ^tetfJUkl If often nteasaaty 4a -order to **ia» 


w tee xctegrax/ or a rus am warn snouxa »e a&ssos 

SECRET. 

Approved For Release 2002/08/23 t ;gHA-RDP70-00211R0001 00450003-7 






Approved For Release 2002/08/23 : CIA-RDP70-0021 1R0001 00450003-7 

SECREI 


H«*em** s port ! m of ta® ®aeicficl£Ud' vaftMll is 

»% rwOAtod to & spool fu* »id is saiatsined is mpmi&m 
»&te» .ter resteEPtesce pcxpoowfai Hi*#® d&eoauBt® ifeatM oe £$• 
sodia tolly resoved sad jtoroi la &cy»loek ««Ma®ts 

or s®gp3y esaiaeia* EiSs nuuld mlmm mm& m&tbtd iSMMg 
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25X1 


ssaintaio-ad by other t ban AJl.nis.tr atiw Staff be discsn- 
tianuMl ted tha as® cf Card, Of %b# is 

ssooursgsd* ffee ibapleyae Heoex^ Cart! is intaaierf for uss 
by oiwarnting officials m n baa&# lbs* ini Hating pereonaal 
actions, training m& «p®X-fie*lioa% sad me& other pm* 
monel dutlta of operatdUig officials* Igoacy Itegiieiioa 
state® that Of i»b i » *‘to» o*Oy mpi&mmtttry record 
oiKiimW by the eft is® of :ereonasl shlah say fe# established 
by operating cesgoNoaftis.” -lie cards- say be »i» seined, is 
pocket type visible files stnd vfi.ll occupy less filing space la 
the office. 


a. 


Chat irmt&e rsoo^Uea- be given 


Dm suarvay rwealsd. that #»^uaeBte^Um of a substantial aesaot 
of tile total filed ft carded data is accoapli^hiid on uiiesnbrollod, 
saoeoi'dins isd, locally devr-Rfd sal dittoed. Ibras* "die chares? tar 
and volwae of lasso "toetlMg* ft ms found in the filet leads to 
the otarious coB^Uisdens that* 1} avany of thsa« foxm any b# 
obsolete or ?} scat* \sxdoubtadl; 

overly one an® bier | 3) oils: re ere sutenpttM® to 
by eteadardised Agnaty forssj It) assy require asv ndard itetloa 
and sX^lifleaiioi* of sloe end ccjdgn «ith attendant t^prvv®- 
seats is function, appears: jo® and rsadaMlityj 5) further iaprove- 
seats and efflslensies eos’-ui 'be- Stained by dbengine production 
paper, ink and otijrsr ^-wc.UK.cetdona, scad m forth* 



Quantity redactions and ruCUL ty teprev<m«ate **& beat be achieved 
by im^ftrlnfi: that, the prods* stlor* ted see of sassy fans utilised by 
ott is eosgfcUrtnly so atrollte prior to f.- godaatdxm. &®sraeo* pro- 


osdares outlined in 


and other pertinent 


issu arises snouli be instittited er- dually m natosUy agreed to 
br the Sift Araft Iseo res cf .’S.csar f < «4 tee A agata r Forte HaiUteer to 
avoid averbirdealng titter lie Ares Accords Officer or the Ferns 
ISMfeaMBt Breech »te s #s*tan influx of sol -tec groat to be 
handled elttoout undne delaya. 


25X1 


MEMORANDUM FOR THE RECORD* 


1 August 1955 


1. The report, sc hedule an d related memoranda were discussed 


25X1 A9A in detail with Mr. 


Assistant to DD/l, on 3 August 55* 


2. The report, schedule and related memoranda were discussed 


25X1A9Ain detail with Mr. 
on b August 55 


Chief, 0 & M Staff DD/l Area, 


25X1 A9A 

.fen 
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mmma of ms.m mns 
i&ncw «r wbimxh A® rgfobis 


lb* mU «qpd^wii sbUMd U OfTUo of 

of |!&' 


ms 

133 


30 

12 

35 

f 

6 

4 

1583 


T 

n 

i 

6 

6 

at# 

x 

x 

i 

x 

l 

783 

& 


53 m 


ij-dr* lqptiL safe® 

Itefer* 001*4 
'V4r. UpX oaf oo 
irdr* logoi esltoet 
il dr* Utter estdjset 
• uirdMc oafse 
i lgg d to c oidilaato 
ftefcp* «*i*4 oaf «o (U§Q 
1^4a*« UgsflL Bttfoo (sliding door wait} 
>-4r« legal cabinet 
•te* (5*4ar.) 

«»®** (trortlooD 
««rd cabinet* 
im4Wm Wmm ©rolJwl® 

ft. A.,*, ® ^1 Ml B* iff mil .tirfr 


ter. ooblasts 
'frxir* o*rd cabiaste 
3-dr* ete&Tset {fc*r lock) 
;?-4r* cord coblasts 
1>43V cord satinet 
saMaat <b*r 



i^ir* 

dr*n»«ar?5 tepUetag 1 legal 
12 twqr dj&lnot 
:i3 tray rotary HI# 

'■kyssi ess a aao fl {ICU^kclf ) 

jp*ja .bilf atUs eae* 

ipms «iwXf tesisvsscM* 

;poa tf&tlf bookcase* 


Jbtel plus as of fflCjiii^aasat 


SClIHf B 
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sunrmit mmmmm 


%m A* & vmsH% of fee reesrlt fee mm etgr t**© 

ext estimtecl befel i**erds to&tiag of 22j2|$2 Xla«ar 
feet of roeepdas sfefe^rised 4a 60S eepteete ifesss or r*eordl 

*# 3*5$ or m Bae®r feat if recereia umtm ham tdsatlfied 
m herlag 'ammmhk velue# That tltiunebe r«blm»ni of fe«<* re- 
cords to fee fieooria Center gheuU be m m£» 4a mmxdmscte- idfe fee 

iastene^&m* ©«fei^S lit fe* Bmamia Control ,:etadul® 

end. In eceonSesiOt? sife «dutt4i«g Ajft*ie$ |1 rnsMt,- regulations* 

3* 11«2> or «p$E>5 liiK -r ft it of library saferlal have b©« 
colored ©a fee 3.ocerfe Ccsrfeol of fei# veins® 1*386 

Haeer tmt *s» goo^rsipuic rdterrasse books i^edataiaod fey fee 
Itai? far Xo«n imposes* Xtur ttesdaStr am feferdcul bwafcs or 
iadsfioibe tom tixm fee library fe few watoa® d£iriUAe&* for re- 
foreo^e purposes* 

4* %£ or 10*351 liases' f e<t t of jweegds have been praised 
m having tenperasy nlu% rife disposal to b® s&de la secwrdtonee 
idfe tfe# irotnieiions os fee iw,fsfa Control lohrufeils* Of this 
eoXase* ?*X30 linear feet er© *f e Hfti»bitiii*l la fee lUft hlbrsjy 
fi^UeeMea tut Xmr imepmm and ifepCti Id&a*? feet as* extent ooples 
of nape twlntaiiaed far s^lagg&tsl. dif?1aifeticn pysposes* 

5* 1*3* or f§X linear feet *C reucrds hare ham iistefi oa fee 
schedules fox* ax. todefIMfe retmtfea at di^positios arlferia for 
the pmpear wul'setion of fef*e fi'l'e will dstpeisd ©a feiir future 
4e?ei«|swmt end are* 


:icm 
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imttt msMte ivssciue n 


ahm or tm. missis 


1* Bar ©thie f*»t of reooria this %»sgr «*a disfxsse 
of* oa "Si® 9f&%$ apse# end &jelgii"ie£'& uitei aa 

ta lac of f|£ # ie tm lit ret«*«*e* For tessy asdic foot of reeesds 
tihCt- Aj^CIKy to®SHlfltr to <ih 2SEJ; Storage* tUClt IM* th# 

g»e©*4a Center* toor# Is * set «k«1jssP- of in. «$Mr *" 

Dry ilpwnt r®Jt«w»4* 


An analysis of toe 


upon full applies idea 

of the disposition issfcttef&cae m>r «fefii itoss indicates toft 1*636 
linear feet of the preosu't* asmw&ntiea of reeenie etsor ho destroyed 
da ri ng the raaeiadisr of 35*55 end 2956» •Ktrloji the sene period 653 
1 4 >%»»*» foist of .record® ere stood -*£ed fme rettrswaiit to to# Eaeards 
Center* %t*l sewings eerfettseted St>t this period tseaila eacani to 
$f3*W<M>©* Stop CNseh jfwar *ft«i 2956 toe atoodai© Indicates that 
a k-aisaa of 12itl linger filet of Semite ®$%r he deatsogfed end Tfk 
jRs^k ^y to# !*#~SkiJr#fi te Smww ;^#rtMs>y 

w aM effevt n e iaSjsMi . ammal of #>r 2.957 ®sd 

for each yarn* thereafter* 


h^SUf » 
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Xy* u sFri ft FILED: - 2- 

- - ***lf r- < : H K; TO 

RECOKDS MANAGEMENT DIVISION 

Area Records Officer 25 January 1956 

Office of Rese arch and Reports 

CIA Records Officer f Records Management Staff 


Authorization for the Disposal of Records 


1* Congressional approval, has been received on those 
items listed in the front of the Records Control Schedule 
for which disposal authorization was pending. 

2. The approval for the disposal of these records is 
contained in House Report ho. X6li>, 8iith Congress, 2d Session, 
dated 16 January 1956. 

3. This action completes the disposition plan for the 
records of your Office. Any assistance you nay need in the 
application of the schedule nay be obtained by contacting a 
member of this Staff. 

It. Office of Basic Intelligence is being notified con- 
currently. 


25X1A9A 


Mgts/RMJ 


25X1 A9A 


Lat(l/25/56) 


Distribution 

Pri g & 1 - add ressee 

1 - 


1 - RMS file 
1 - Record Center 


25X1 A9A 
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